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Application For The Post of “Accounts Officer” 
1 message 


shakaib haider <shakaib316@gmail.com> Sun, Jan 1, 2023 at 5:23 PM 
To: jobswbproject@gmail.com 


To, 

The Project Director, 

D-43/1, Shahra-e-Ghalib, Lane-03, 

Block-03, Clifton, Karachi. 

Ph#021-99332207-8 

C/o Daily Jang Newspaper Karachi-Pakistan.(dated: 21/12/2022). 


Subject: Application For The Post of “Accounts Officer”. 
Dear Sir, 
With reference to your Advertisement Published in “Daily Jang Karachi” dated: 21" December, 
2022 some posts of “Accounts Officer" are lying vacant under your kind control. I would like to 
pursue a career and keenly interested in joining your exquisite organization with the sincere intent 
of using my talents and motivation. I am confident in saying that I would become as dynamic, a 


team member, as is needed by you. I can assure you of my sincere devotion and hard work to 
move your organization toward the road to great success. 


I am aware of the importance you lay on excellence in work and I am prepared to take on the 
challenge. I am not afraid of hard work in pressurized environment. My friendly personality, 
empathetic thinking and humble attitude make me a good team player as well. In order to achieve 


the aforementioned objective, I am hereby enclosing my Curriculum Vitae (CV) for your kind 
consideration and valuable thoughts. 


Yours sincerely, 


S Haida 


SHAKAIB HAIDER SIDDIQUI 


2 Shakaib Haider-CV CFO.pdf 
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Shakaib Haider Siddiqui 
FLAT No: G-304, 3" Floor, Block - G, 
Haroon View Apartment, Sector 5-K, North Karachi, Karachi, Pakistan. 
Mobile: 0343-69765 | | 
Email: shakaib3 |6@gmail.com 
Skype id :Shakaib.haider1 


CAREER OBJECTIVE 


To obtain a challenging position in field of Accounts, Finance & 
Administration that will permit the use of my skills and knowledge to 
maximize company potential while developing additional knowledge 
and abilities. 


KEY SKILLS & COMPETENCIES 


Excellent verbal /written communication & interpersonal skills. 
Strong analytical, problem solving and leadership abilities. 
Self-Motivating with ability to use resources efficiently. 
Proactive approach with excellent follow up. 


PROFESSIONAL PROFILE & ACHIEVEMENTS 


15+ years of accomplished experience in the field of accounts and finance. 

Introduced & Implemented an ERP Software as “Packet Control System” at Assaying & Hallmarking 
Centre Karachi and Lahore (Projects of Pakistan Gems & Jewellery Development Company) in 2013 
according to the requirement of the Projects. The objective of implementing an ERP system is to bring 
together the disparate functions of the organization into a single system environment as to make the 
operations run more efficiently. 

Able to plan, develop, implement and monitor policies, procedures, systems and action plans in line with 
organizational rules and regulations. 

Detailed knowledge about accounting principles and accounting standards. 

Knowledge of accounting functions i.e. General Ledger, Profit & Loss Account and Balance Sheet, Financial 
Statements, Financial Plan/Budget, Reconciliations, Work papers, Job Order Costing, Cash Control, 
Accounts Payable, Accounts Receivable and Pay Roll. 

Managed complex accounting tasks efficiently. 


EDUCATION 


C.M.A stage 04 in progress from Institute of Cost and Management Accountant of Pakistan. 

Diploma Course Attended on IASs/IFRSs (Six Months) From I.C.M.A.P in 2018. 

M.B.A in Finance & Accounting with the C.GPA 2.6 from Preston University in 2012. 

Bachelor of Commerce in 2" Division from University of Karachi in 2005. 

Diploma in Associate Engineering (DAE) from Aligarh Institute of Technology in 2002. 
COMPUTER SKILLS 


Well -versed with ORACLE BASE accounting softwares, PEACHTREE accounting software, AS400 and 
Simply Accounting. Client Connection Software (World bank Interface for Finance) 


Knowledgeable with MS Word, MS Excel, Access, Spreadsheet , Word processing, PowerPoint, Outlook 
Express, Microsoft Windows XP and Microsoft Office XP Professional. 
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PROFESSIONAL EXPERIENCE 


DESIGNATION: CHIEF FINANCIAL OFFICER (CFO) 
COMPANY: PANJWANI FOUNDATION (TRUST) 
DURATION: JAN 2022 —- TO-DATE 


MAJOR RESPONSIBILITIES: 


Preparation & execution of Budgeting & Planning Activities in accordance with organization’s rules & policy. 
Funds Management & Accounting Record Management for the Organization and its Projects. 

Responsible to the Organization’s Board of Trustees for all accounting & financial matters. 

Develop strategies required for smooth availability of the funds for operations and investment of 
idle/excess funds to generate and maximize the financial return. 

Review & Monitor Bank Payment Vouchers and Bank receipts Vouchers and JVs. 

Handling & Supervise all the payments including vendors, Staff salary through payroll process, utilities & 
others, further ensure compliance of necessary rules, regulations & SOPs while processing payments. 
Maintains accounting controls by preparing and recommending policies and procedures. 

Reconciles financial discrepancies by collecting and analyzing account information. 

Dealing with Banks & different Governmental agencies regarding day to day affairs of the Organization. 
Ensure financial security by following internal controls & Produce monthly reports regarding A/P and A/R. 
Identify loopholes and recommend risk aversion measures and cost savings. 

To Handle W.H.Tax Challans, Preparation & Submission of Monthly Tax Statement, Quarterly Tax 
Statement & Annual Tax Statement & liaison with tax authorities regarding tax related issues. 

Prepare Adjusting & Closing entries and prepare Accounts (FS, BS and P&L) and coordinate with Auditors 
to carry out period audits for the Organization. 


DESIGNATION: DEPUTY FINANCE MANAGER 
COMPANY: P..U CLICK PROJECT FINANCED BY WORLD BANK & GoS. INVESTMENT 


DEPTT. GOVT. OF SINDH 


DURATION: NOV 2020 — DEC 2021 
MAJOR RESPONSIBILITIES: 


Preparation & execution of Budgeting & Planning Activities in accordance with rules & regulations of the 
GoS, review annual budget estimates and revised budget estimates based on Work Plan/Cash Plan. 

Annual & Quarterly disbursement forecasts in line with the Work Plan/Cash Plan for the Project. 

Prepare bi-annual cash forecast statement & IFRs, Withdrawal Application and submit it to World Bank 
through Client Connection Software for CLICK Project-SID. 

Process of Payments, bills verifications and Internal Audit in line with the SPRA rules and the Word Bank’s 
Fiduciary guidelines and other Govt. rules & regulations 

Preparation of Monthly Expenditure Statement (booking) & Reconciliation Statement. 

Prepare Adjusting & Closing entries and prepare Draft Accounts (FS, BS and P&L). 

Prepare and process Monthly Payroll. 

Dealing with World Bank, Banks & different Governmental agencies regarding day to day affairs of Project. 
Working & Coordinating with internal & external auditors (Including Govt. Commercial Auditors) to carry 
out periodic audits of the Project. 

To prepare the statement regarding utilization of Funds/Grants position and Organize plan/provision for 
maximum utilization of funds by the Project in line with the Approved Budget. 


DESIGNATION: ASSISTANT MANAGER (ACCOUNTS & ADMIN) 
COMPANY: ASSAYING AND HALLMARKING CENTRE KARACHI 


A PROJECT OF “PAKISTAN GEMS & JEWELLARY DEVELOPMENT COMPANY” 


DURATION: MAY 2013 — DEC 2019 
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MAJOR RESPONSIBILITIES: 


Establish and maintain appropriate systems for measuring necessary aspects of organizational performance 
Control & Monitor, measure and report on organizational development plans and achievements within 
agreed formats and timescales. 

Preparation & execution of yearly financial plan / budget for Assaying & Hallmarking Centre Karachi Project in 
consultation with PG]JDC-Head Office. 

Maintenance of petty cash Imprest and submission of Accounts for reimbursement. 

Monitor accounts receivable customer files / ledgers & reconciliations. 

Organizing a recovery system and initiate effective collection efforts. 

Monthly, quarterly & yearly closing and preparation of Draft Financial Reports (FS, BS and P&L) for Assaying 
& Hallmarking Centre Karachi Project and PGJDC-Ho in consultation with Manager Finance. 

Ensure timely bank deposits of fee collection and prepare Bank reconciliations. 

Dealing with Banks & different Governmental agencies regarding day to day affairs of the Company. 

Identify loopholes and recommend risk aversion measures and cost savings. 

Handling general purchases, maintenance of assets records, company’s vehicles operations, security services 
issues & supervision of housekeeping work. 

Working & Coordinating with internal & external auditors (Including Govt. Commercial Auditors) to carry 
out periodic audit of the Company and its project AHCK. 

Maintenance of inventory (Assets, Store and Spares) receipt/issue records and physical verification of inventory 
for Assaying & Hallmarking Centre Karachi. 

Check & verify the proposals, requests, expenditure and recommendations according to agreed/approved 
guidelines, policies (PPRA Rules) and budgets. 

Maintenance of employee’s attendance and leave record and processing of employee’s attendance record. 
Preparation of 5 years feasibility report for AHCK project for its up-gradation to be submitted to Planning 
Commission of Pakistan in consultation with PGJDC-Head Office. 

Preparation of Monthly Expenditure Statement (booking) & Reconciliation Statement and annual statement 
of Final Grant for the projects of the company about PSDP Funds/Grants and submission to AGPR Sub 
Office-Karachi. 

Worked and coordination for different meetings with Ministry Officials, DAC Committee and etc. regarding 
Accounts & Audit issues along with Company’s CFO. 


DESIGNATION: ACCOUNTS OFFICER 
COMPANY: PAKISTAN GEMS & JEWELLARY DEVELOPMENT COMPANY 
DURATION: APR 2009 — MAY 2013 


MAJOR RESPONSIBILITIES: 


To handle Oracle based Computerized Book Keeping, Prepare BPV, BRV & Journal Vouchers. 

Handle all matters related to all the Banks regarding daily transaction, L/C Opening (import). 

Suppliers Payments, bills verifications and Internal Audit. 

Manage staff salaries disbursements and submission of Monthly Income Tax Challans. 

Manage PGJDC Head Office A/R and keep check & monitoring on regional offices (projects) A/R. 

Maintain accounts receivable customer files / ledgers. 

Manage Company’s Investment (Short Term) with the coordination of Manager Finance. 

Assist Manager Internal Audit to evaluate and provides reasonable assurance that risk management, 
control, and governance systems are functioning as intended and will enable the organization’s objectives 
and goals to be met. 

Work as member of the team in preparing and developing yearly Financial Plan (budget) for PGJDC head 
office and its regional offices (projects) and its day to day execution also. 

Preparing W.H.Tax Challans, Preparation & Submission of Monthly Tax Statement, Quarterly Tax 
Statement & Annual Tax Statement. 

Working & Coordinating with internal & external auditors (Including Govt. Commercial Auditors) to carry 
out periodic audits of the Company. 
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e Worked and coordination for different meetings with Ministry Officials, DAC Committee and etc. 
regarding Accounts & Audit issues along with Company’s CFO. 

e Prepare Adjusting & Closing entries and prepare Draft Accounts (FS, BS and P&L). 

e Prepare Schedule of Prepayments, Fixed Assets, Return on Investments, Accrued Expenses & Accounts 
Payable, as per requirement of External Auditors. 

Manage PSDP Project accounts for Eleven PSDP Projects of Pakistan Gems & Jewellery Dev. Company. 

e Preparation of Monthly Expenditure Statement & Reconciliation Statement for the projects of the 
company about PSDP Funds/Grants and submission to Accountant General Pakistan Revenue Office. 

e To prepare the statement regarding utilization of PSDP Funds/Grants position and Organize plan/provision 
for maximum utilization of funds by the company in line with the Budget. 

e Work as member of the team in preparing yearly & quarterly Cash Plan & Work Plan (Demand for release 
of PSDP Funds) for the Company’s Projects and submitted the same to Planning Commission of Pakistan 
for onward approval and action. 

e Work as member in preparation of Revised PC-I for the Projects of the Company. 


DESIGNATION: SR. ASSISTANT ACCOUNTANT 
COMPANY: INSTITUTE OF COST & MANAGEMENT ACCOUNTANTS OF PAKISTAN 
DURATION: FEB 2007-MAR 2009 


MAJOR RESPONSIBILITIES: 


To maintain computerized bookkeeping (on Oracle Based Software). 

To prepare Bank Payment Vouchers and Bank Receipts Vouchers. 

To update students transfers, and adjustments regarding fees. 

Preparation and proceed all the payments (Suppliers bills, Reimbursement cases & Tax Challan) of ICMAP 
Head Office after verification including Petty cash & etc. 

e Assist Senior Accountant to prepare Monthly Payroll. 

e Coordinate with students regarding payment issues. 

To update the record of employee’s loans and Advances. 


DESIGNATION: ASSISTANT ACCOUNTANT 
COMPANY: SAFAI INTERNATIONAL (Textile Industry) 
DURATION: JAN 2004 — APR 2006 


MAJOR RESPONSIBILITIES: 


To handle computerized bookkeeping (on Peachtree Accounting Software). 

Bank & Cash Payment Voucher, Bank & Cash receipts Voucher. 

Handle petty cash disbursement and record. 

Monitoring customer account details for non-payments, delayed payments and other irregularities. 
Prepare Banks Reconciliation Statements. 

To assist Manager Finance in monthly closing and preparation of Financial Reports (FS, BS and P&L). 


PERSONAL PROFILE 


Father’s name: Prof. Hasib Ahmed Siddiqui 
Nationality: Pakistani 
NIC #: 42501-7195429-9 
Domicile: Sindh (Urban) 
Date of Birth: FEB 19, 1980 
Religion: Islam 
Marital Status: Married 
REFERENCE 


To be provided if required 


LB LL 
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